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Revised Position Description (11/1/04) 
Urban Environmental Grant Program Specialist (GS 7/J/9/11/12) &w. ~~ ~ 

I. Introduction 
. 

This position is located in the Office of Ecosystem Protection, Chemicals Management Branch, 
Pesticides, Toxies and Urb~n Programs Unit at EPA New England. B~ed on the foundation 
principles of Environmental Justice and Community-Based Environmental Protection (CBEP}, 
the Urban Environmental Program (UEP) is focused on building local community capacity to 
identify and address environmental problems in disadvantaged urban areas, assisting in the 
design and development of environmental restoration and revitalization projects, and supporting 
local economic development which does not compromise the· quality of environmental and public 
health. In working towards these goals, EPA is partnering with many diverse stakeholders 
including state/city/federal agencies, industry, bus.iness, environmental activists, economic 
developers and especially community groups. 

·u. Major Responsibiiitics 

1. The UEP Grant Progrcun Specialist .serves as the primary point of contact for all UEP 
.grant related activities within the program and is responsible for the overall deveJopment 
'and implementation of an annu~l, competitive grant program to identify ~d fund quality 
community•based projects in New England that meet program objectives. The incumbent 
develops and oversees the process for annual competitiv~ grants cycles from Request for 
Proposal (RPF) development througli post-award stages, and serves as EPA Project 
Officer for grants assigned by UEP Team Leader. In consultation with UEP Team and 
Chief, Pesticides, Toxics, and Urban Programs Unit and other contributing,programs, 
incumb~nt develops RFP, application guidance, creates schedule, insures integrity of 
competitive process and adherence to aU. relevant laws, regtilations, regional guidance and 
policies; arranges for appropriate award announcements with OEP Communications 

. Director and the Regional Administrator's Office. 
. . 

2. The UEP Grant Program Specialist acts as project officer on a number of ~ts witt¥n 
and across geographic priority areas and multi-media issues, and is responsible for all 
aspects of negotiation, development and oversight of cooperative agreements and grants. 
Activities and responsibilities include assessment of environmen~al problems, assisting 
community representative:; in project seeping efforts, partnership deveJopment for 
execution and completion of project goals, arranging for internal EPA support and 
leveraging internal and external resources. 

3. The UEP Grant Program Specialist helps to coordinate ~d particip~t~ in regular UEP 
Team meetings, periodic UEP Te~ retreats, and contributes to overall discussions,. 
strategic and operational planning, problem solving and projects for build~ng a New 
England-wide infrastructure to address ur9ap. environmental and public health issues. As 
part of the UBP Team, the UEP Grant Program Specialist is responsible for creating an 
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annual workplan and measuring progre.Ss.in meetiJlg program objectives and ensuring 

recognition of success in his/her target program work as well· as for the overall UBP. 

Incumbent is also responsible for the following activities: · 

a. Develops systems to measure and monitor the progress of the annual competitive grant 

program in the Region. 

b. Develops marketing and communications materials for the UEP Team to ensure 

consistent messages regarding regional urban environmental agend~ goals and objectives. 

This may include but is not limited to the following: identification of appropriate 

marketing tools, k~y staff, resource needs; develop messages from .existing text and 

activities for UEP, EJ, Brownfields, OES l)rban Te~, and other related programs as 

appropriate; develop timetable for plan implementation. 

c; Works with other Team members and other Regional staff in the development of 

solutions to 90mmunity concerns through the formulation of various policies and 

procedures to address both short and long term strategic needs. 

d. Develops and tracks appropriate measures, methods of data collection and monitoring 

of operational objectives in EPA New England's Comniunity Based Environmental 

Protection (CBEP) and Environmental Justice $trategy relating t9 the UEP. · 

e. Advises and assists in management decisions regarding resolutio11 of complex issues 

related to urban public health an~ epvironmental policy. 

f. Plans and organizes activities w4ich ensure recognition ofUEP successes through 

award ceremonies, press events, in-house publications, reports to headquarters, and other 

appropriate activities.-

g. Takes the lead to prep~e all necessary oral and written reports for the Senior 

Management Team as well as prepare and deliver monthly and annual reports on the . 

accomplishments of the competitive grant program and other targeted UEP work. 

h. Champions the.cause of the UEP internally and externally. Supports implementation 

of the UEP commu!}ications strategy in New England. Writes articles, delivers talks and 

provides clearinghouse for information about successful ur~an strategies, policies and 

resources. Speaks to outside groups on EPA New England's UEP stiategy, ~d its 

progress and ramifications fo.r external customers. Represents EPA New England at 

external meetings and seminars specific to related urban activities. Builds bridges to 

other Regional and State/City programs, academic, medical community, private sector, 

government, residents and·an other stakeholders necessary for the success of the UEP in 

New England. Specifically, works with all regio~al programs for the mutual support of 

all projects fot: urb~ related activities in target areas . 
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Factor Level Descriptions 

Fact9r 1 -KNOWLEDGE REQUIRED BY THE POSITION: 

Substantive knowledge ofUrban Enviro.nmental Policy, Environmental Justice, Public 
· Health, and group process principles;, a thorough understanding of a v~riety of problem 

solving, p'oject management and outreach methods; and knowledge of the regioncil, state, 

and city organizational structures, programs and.relationships, as. well as the regional 
strategic plan, sufficient to sel'Ve as an authority in the planning and imple·mentation of 
the UEP. in New England. 

Strong facilitation, project managem~nt and communication skills, as. well as the ability 
·and interpersonal skills to respect ~d work with diverse cultures are requir¢ to partner 
effectively both internally and externally. Technical knowledge in Environmental 
Science/Engineering, Urban Environmental Planning, or Public Health, as well as 
familiarity wi~ EPA programs, is desirable. Unders~anding of a broad range of 
environmental is~ues relating t9 state and federal regulatory ~eworks, as wen as public 
health issues that may be addressed through either regulatory of non-regulatory means. 

Substantive knowl~dge of EPA operations, rules, procedures and organization is 
necessary to effectively implement the UEP and coordinate ·Urban activities in the target 
area; to provide assistance to external stakeholders in impiementing UEP related 
programs; and to assist in the evaluation of the use of the region's reso~rces in. 
accomplishing UEP· goals. 

. ' 

Skills in communicating clearly, concise~y and diplomatically both ver}?ally and iri 

writing. Consensu~-building, facilitation, and conflict resolution skills ~e also key to 
building successful and effective paqnership~. 

Factor 2- SUPERVISORY. CONTROLS: 

The UEP Team perfonns as a self:.directed team managed by the UEP Team Leader and 
under the general supervision of the Chief,.Pesticides, Toxics1 and Urban Programs Unit 
Some as~igiUl!.ents are made by the UEP Team Leader and Chief, Pesticides~ Toxics, and 
Urb~n Programs Unit in the foim of overall objectives, purpose, and general time frames. 
Other assignments are initiated by the employee, senior regional management, or 
Headquarters directives or policies. The employee has 9road discretio.n to independently 

plan and· carry out projects, coordinating with the UBP. Team Leader, UEP Ur~an 
Program Managers~ Unit Chief, and staff whenever appropriat~. The employee infonns 
t~e supervisor and UEP Team Leader of progress, potential controversy, ·and far-reaching 
implications of projects and activities~ As appropriate, completed work is review~d by 
the UEP Team Leader and Chief, Pesticides, Toxics, and Urban Programs Unit for 
responsiveness and c'onformance with broad agency policy and regional priorities. 

Factor 3 - GUID~LINES: 
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· Guidelines include Federal Statutes~ Agency Operating Guidance and policies, 

Headquarters Directives, Region I policies, technical literature, and established practices. 

Guidelines embrace a range of technical and administrative criteria involving concepts 

an4 principles for whi9h the employee may either significantly adapt, mod~fy, or develop 

supplemental material to meet the needs of Region I and the UEP. 'As a Regional 

Program, there is no specific guidance from HQ on the UEP. · 

Factor 4-COMP~EXITY: 

Problems and issues range from.national to regional to program specific. Bounded areas 

of work assigiunents are difficult to determine in advance; therefore, incumbent has 

considerable latitude in,planning, conducting, and reporting on assignments and · 

unexpected problems and their resolution in conjunction with the .UEP Team Leader and 

Unit Chie£ Urban environmental issues generally do not fit the traditional' mold of 

·problems ~d solutions. The inherent partnering process with many diverse 

constituencies is also delica~e and complex. 

FactorS - SCOPE AND EFFECT: 

The purpose of this work is to identify and analyze barriers to the implementatio~ of an 

annual comp~titive grant program ahd the overall work of the UEP in the region, 

recommending strategies to respond. to thes~ challenges or processes for others to use to 

develop strategies, and to help guide the day-to-day implementation of the selected 

strategies. Recommendations often serve as the basis (or changes in the approach to 

accomplishing regional. work objectives. The purpose is also to provide coordination, 

infonnation and analysis to State and City Agencies, EPA Headquarters, community, 

business and other stakeholders and the. public on the Urban Environment in EPA New 

England, the Agency and in other stakeholder organizations such as academic or the 

medical infrastructure. 

Factor 6-PERSONAL CONTACTS: 

Personal contacts are with the Senior Management-Team, Regional State and City 

Program Managers and Technical Experts, other federal agencies, Headquarters offices, 

elected state and city officials, community, academic, private industry and busi~ess. 

leaders, and other agencieS/organizations· engaged in urban environmental or public 

health activities. 

Factor 7- PURPOSE OF CONTACTS: 

Contacts are made to partner with relevant stakeholders to obtain and provide gu~dance, 

inform, discuss policies and proc~dures, and to build a consensus among diverse. and 

sometimes antagonistic stakeholders to identify and address priori~ urban environmental 

issues, _adhering to the principles of environmentalj~stice, community em:powennent? 
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economic development and revitalization and pollution prevention. Problem 
identification, anaiyses and consensus resolution are central to this positio~;t, including the 
leveraging of partner resources. 

Factor 8 ·PHYSICAL DEMANDS: 

Work is sedentary and requires little or no strenuous physical e.fforts. Limited travel is 
required. 

Factor 9 ·WORK ENVffi.ONMENT: 

Environment is a mix of the typical office setting and a variety of urban community 
settings across New England . 
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